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1.0 PURPOSE

The following procedure describes required contents of a
Quality Assurance Addenda (QAA) and the relationship of the
QAA to other higher level programmatic Quality Assurance
documents.

2.0 SCOPE

This procedure applies to the preparation of QAAs for all
Work Plans (WP), and to other work at the discretion of the
Responsible Division Manager. The procedure describes the
method for planning and controlling deviations from the QAPD
or QAPjP.

3.0 TERMS/DEFINITIONS

3.1 Quality Assurance Addenda (QAA) - A Quality Assurance
Addenda 1s a functional document which serves to
supplement the QA Project Plan for CERCLA Remedial
Investigation/Feasibility Studies (RI/FS) and RCRA
Facility Investigation/Corrective Measure Study
(RFI/CMS) activities and other EMD activities. It
provides the project specific requirements and
elaborates on the particular activities to which the
QAPD and/or QAP]P applies. The organizations that will
be performing the work are identified as well as the
applicable EM Department Standard operating procedures.
Any deviations from the QAPD and/or QAPjP are also
discussed along with a justification for the deviation.
Project specific data quality objectives 1i1dentified in
the WP are summarized in the Quality Assurance Addenda.
The Quality Assurance Addenda for remediation programs
is prepared by the Remediation Programs Division of the
EM Department or preparation may be delegated to a
subcontractor. Responsible managers may also prepare
QAAs for their activities, as needed.

*REVIEYER FOR CLiHw' . .
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developing QAAs and for reviewing QAAs to ensure that
applicable quality assurance/quality control
requirements have been addressed. The QAPM shall
concur on all QAAs.

Division Quality Coordinator: The Division Quality
Coordinator is responsible for supporting the
development of Quality Assurance Addenda and reviewing
them to verify that they address the requirements
contained in this procedure. The Division Quality
Coordinator shall concur on QAAs.

Project Manager: The Project Manager is the EG&G EM
Department staff member responsible for overseeing the
preparation and implementation of the individual WP and
the accompanying QAA. The Project Manager has the
responsibility for reviewing the QAA for compliance
with the content of the work plan. The Project Manager
shall concur on all the QAA s developed for the WP for
which they are responsible.

QAA Author: The QAA author is responsible for
preparing the QAA in accordance with the format and
content requirements contained in this procedure and
submitting the QAA for appropriate review and approval.

5.0 PROCEDURE

5.1

85600086.017

Planned deviations, including omissions and additions,
to the controls specified in the QAPD and/or QAP)P
shall be documented, reviewed, approved, and issued as
QAAs for specific projects, such as OU WPs.

A QAA shall be prepared, for each WP generated for RI/FS
and RFI/CMS activities related to the Interagency
Agreement between the U.S. DOE, EPA, and CDH. QAAs may
be prepared for other, non-IAG activities as necessary.
QAAs shall be developed, reviewed, and approved in
accordance with this procedure prior to work
progressing past the planning stage. QAAs shall also
be prepared for other EMD activities, where the
responsible manager determines they are necessary.

NOTE
The QAA development is typically initiated once the
final technical draft of the WP has been developed.
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The QAA shall be broken down into the same 19 sections
as the QAPjP, preceded by an introduction and scope
statement. These sections are:

Introduction and Scope Statement

1. Organization and Responsibilities

2. Quality Assurance Program

3. Design Control and Control of Scientific
Investigations

4. Procurement Document Control

5. Instructions, Procedures, and Drawings

6. Document Control

7. Control of Purchased Items and Services

8. Identification and Control of Items, Samples,
and Data

9. Control of Process

10. Inspection

11. Test Control

12. Control of Measuring and Test Equipment

13. Handling, Storage, and Shipping

14. sStatus of Inspection, Test and Operations

15. Control of Nonconformances

16. Corrective Actions

17. Quality Assurance Records

18. Quality Verification

19. Software

Appendix A - Analytical Methods, Detection

Limits, and Data Quality Objectives

Redundant inclusion of text already specified in the
QAPD and/or QAPjP is prohibited in the QAA unless it is
identified below. Justification shall accompany each
deviation from the QAPD and/or QAPjP. If no
information is needed in a section then indicate "No
Change to QAPJjP" or similar wording. If this QAA is
not related to the QAPjP then reference the QAPD rather
than the QAP)P.

5.5.1 Introduction and Scope Statement
5.5.5.1 The QAA shall accompany the WP so the

introduction and scope may be very
brief.
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5.5.3.2

5.5.3.3

Analvtical Procedures - In this
subsection of the QAA the appropriate

analytical protocols shall be
referenced, as applicable to the task.
The protocols should be discussed in
Section 3 and listed in Appendix A (see
Attachment 4). If the analytical
methods are already addressed in the WP,
they may be incorporated in the QAA by
reference.

Sampling Procedures

Sampling procedures, sample
identification, and chain-of-custody
requirements shall be identified here by
referencing the appropriate operating
procedures. The procedures should be
presented in Section 3 in a matrix
format (see Attachment 5). Frequencies
for QC samples/checks shall be included
in the QAA. A typical sample
frequency/QC table is illustrated in
Attachment 6 from Section 3.

Appropriate sample handling requirements
should also be included or a reference
to the applicable section of the QAP3P
specified. Handling requirements would
be discussed in Section 8 and typically
address holding times, preservation
methods, containers, and possibly sample
size (see Attachment 7).

5.6 Review and Approval of QAAs

85600086.017

5.6.1

Review the QAA per 3-21000-ADM-05.05,
"Document Review" at the direction of the
Responsible Division Manager.

Reviewers shall include the Responsible
Division Manager, NEPA Manager, Responsible
Project Manager, Responsible Division Quality
Coordinator, QAPM, and other affected
organizations as specified by the Responsible
Division Manager.
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6.2 Final Environmental Restoration Inter-Agency Agreement,
August 17, 1990.

6.3 3-21000-ADM-05.05, Document Review.

6.4 3-21000-ADM-06.01, Document Control.

6.5 3-21000-ADM-17.01, Quality Assurance Records.

7.0 ATTACHMENTS
Attachment
Attachment
Attachment
Attachment
Attachment
Attachment
Attachment

85600086.017

1

N Y S

QAA Page Header

QAA Title Page

Example Organization Chart

Example Analytical Methods and DQO’s

Example Procedure Matrix Format

Example QC Sample Collection/Check Frequency

Example Format for Sample Containers, Sample
Preservation, and Holding Times
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ATTACHMENT 2

QAA TITLE PAGE

QUALITY ASSURANCE ADDENDUM

QAA 1.1
Revision 0

to the

ROCKY FLATS SITE-WIDE QA PROJECT PLAN

FOR CERCLA RI/FS AND RCRA RFI/CMS

ACTIVITIES

for

OPERABLE UNIT NO. 1, 881 HILLSIDE AREA

U S DEPARTMENT OF ENERGY

85600086 017

PHASE lll RFI/RI

Rocky Fiats Plant
Goiden, Colorado
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ATTACHMENT 6

EXAMPLE QC SAMPLE COLLECTION/CHECK FREQUENCY

TABLE 2

FIELD QC SAMPLE COLLECTION FREQUENCY

W N -

Activity

Field Duphcate

Field Preservation Blanks?

Tnp Blank®

Equipment Rinsate Blank

Dniling and Decontammaton Fluds

Tnplicate Sampies (benthic sampies)

Ersauency

1w 20"

1 sampie per shipping contamer (or a
mummum of 1 per 20 sampies)

1in20

1.0 20, or 1 per day

Sampie sourcs and analyze for all

anaiytes of intsrest pnor to use

For sach sampiing site

_.__ A

g event,
t® be ensivzed for
to be d for veladie org: only
blank 1 v O¢ one per day wiuch 18 more fr for eech specific
tampie metng being coilecteg when < d '8 beng used

85600086.017
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PREPARATION OF DOCUMENT

3

CHANGE NOTICE

V23/al
rector, Environmental Management ate

1.0

PURPOSE

This procedure describes the process for issuance of urgent or
temporary changes to EMD procedures, Workplans (WPs), and
Quality Assurance Amendments (QAAs) and other work instruction
documents.

SCOPE

This procedure must be invoked when the Responsible Manager
determines a procedure must be changed immediately. This
procedure specifies the required steps for developing and
issuing DCNs for all EMD procedures, WPs, QAAs, and other
instruction documents within the Environmental Management
Department (EMD). This procedure may be initiated by any EMD
or subcontractor personnel. Forms specified in this procedure
maybe superseded by upper level procedures for some procedures
or documents.

TERMS/DEFINITIONS

3.1 DCC - The Document Control Coordinator (DCC) is
responsible for management of records addressed in 3-
21000~ADM-06.01, Records Management.

3.2 E&WM - Environmental and Waste Management Operation

3.3 EMD - Environmental Management Department

3.4 PA - Performance Assurance Operation

3.5 DCN - A form for making a temporary or urgent change to a
work instruction document (See Attachment 1 and 2).

"RENEYED JGR AASSIFICATIC
By

85600130.014 vatefP T YT+
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Record the procedure name, number,
revision, effective date, the current
date, and the page number on the DCN
forms.

Document DCN revision type and
expiration date.

a. If this is a temporary
change, the date the change
expires is recorded on the
form. The date shall be
within 90 days of the
issuance date and must be
recorded on the "Expires"
line. Periods greater than
90 days for temporary
procedures require
authorization of the QAPM.
Typically this extend period
applies to limited scope
DCNs.

Check the block indicating
that a procedure revision is
not required.

b. If this is not a temporary
change, record the date 90
days from the current date on
the "Expires Line."

Check the block indicating
that a procedure revision is
required.
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5.1.7

Arrange for review of the DCN by the
Responsible Manager, the QAPM, and any others
designated by the Responsible Manager.

NOTE

This review may be in writing, by verbal
communication, or other expeditious means.

Comment disputes may be resolved by the
Responsible Manager.

Obtain concurrence with this DCN from
individuals specified by the Responsible
Manager, and have them document their
concurrence by initialing as "Others" on the
DCN. This may be done verbally, if required,
and documented as such.

Obtain concurrence of QAPM or designee with
this DCN, by having the QAPM or designee
initial and date the DCN. This may be done

verbally, if required, and documented. If done

verbally, identify individual who provided the
QAPM concurrence, specify concurrence was
verbal, then sign and date in the concurrence
block.

Obtain the Responsible Manager'’s approval of
this DCN by having the Responsible Manager or
designee sign and date the DCN.
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5.2.2 The required reviewers for this DCN include the
responsible manager, QAPM, and other effected
organizations.

6.0 REFERENCES

6.1

6.2

6.6

E&WM Administrative Procedures Manual, Procedures 2-
20000~-ADM-05.01 and 2-20000-ADM=-05.02

EMD Administrative Procedures Manual, 3-21000-ADM-
06.01, Document Control procedure

EMD Administrative Procedures Manual, 3-21000-ADM-
17.01, Records Management procedure

EMD Administrative Procedures Manual, 3-21000-ADM-
05.06, QAPM Management Procedure Review Process

EMD Administrative Procedures Manual,3-21000-ADM-05.03,
RFI/RI Work Plan Development

EMD Administrative Procedures Manual,3-21000-ADM-05.09,
EMD Work Plan Development

7.0 ATTACHMENTS

l.

2.

85600130.014

Document Change Notice (DCN)

EM Document Change Notice Continuation Sheet
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ATTACHMENT 2
EM Document Change Notice Continuation Sheet
DOCUMENT CHANGE NOTICE (DCN)
(Conunuaaon Sheet)
Page __of __
DCN o

Procedure no Tite

Scope Limutaton.

Item Page | Step or Changes

Number Paragraph (Use DCN CONTINUATION SHEET for additional spece)

- ,
|
|
Justficanon (R for ch - Provide bers (o refi ponding items sbove )

85600130.014
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1.0 PURPOSE

The purpose of this procedure is to facilitate approval and
distribution of Environmental Management Department (EMD)
procedure forms.

2.0 S8COPE

This procedure applies to all EMD procedure forms.
3.0 DEFINITIONS

3.1 Mark Up

Mark up is the draft form with hand-written changes as
necessary to produce a document consistent with the
review and approval process.

4.0 RESPONSIBILITIES

4.1 Quality Assurance Program Mapager (OAPM) reviews and
approves forms; then assures that these forms are
distributed to all users of EMD procedures.

4.2 Quality Assurance Coordinator (QAC) submits forms for

revision per the direction of the responsible manager
and resolves comments on forms with the QAPM.

4.3 Responsible Manager arranges for revision of forms

required to implement the procedures for which the
manager 1s responsible. Addresses changes in forms
requested by users. Directs the QAC to submit revised
forms to the QAPM for review and approval.

4.4 EMD Personnel use current forms for all EMD activities.
Also, EMD personnel are responsible for submitting new
or revised forms for review, approval, and controlled
distribution. EMD personnel submit the new or revised
forms to the QAPM through the Responsible Manager.

856D0133.006
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The approved forms are then distributed,
along with the applicable updated index, to
all affected personnel, in accordance with 3~
21000-~-ADM~06.01, Document Control.

5.5 All completed forms and the concurrence form with the
attached mark up are quality assurance records subject

to 3-21000

6.0 REFERENCES

-ADM-17.01, Records Management.

6.1 EMD Procedure 3-21000-ADM-06.01, Document Control.

6.2 EMD Procedure 3-21000-ADM-17.01, Records Management.

6.3 EMD Procedure 3-21000-ADM-18.01, Surveillance.

7.0 ATTACHMENTS

Attachment 1 -- Controlled Document Concurrence Form

856DQ133.006
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CONTROL OF NONCONFORMING ITEMS
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nvironmental Management

1.0 PURPOSE

To provide the methods and controls necessary for the
reporting, documentation, evaluation, and disposition of
items found to not be in conformance with specifications,
requirements, prevailing practices, procedures, and
standards. These measures are necessary to prevent the
inadvertent installation or use of items that are
questionable or unusable for Environmental Management (EM)
Program activities.

2.0 SCOPE

This procedure applies to all nonconforming items associated
with activities performed by EM Department and contrac-
tor/supplier personnel in support of EM activities.

3.0 TERMS/DEFINITIONS

3.1 Activity - An aspect of work, service, operation,
condition, or process which impacts quality, safety, or
the environment.

3.2 2Amended Response - A change to the disposition that 1is
intended to replace the original disposition or any
portion thereof.

3.3 Conditional Release - An interim disposition that
authorizes a process or activity to continue even
though a nonconforming condition has been identified.

3.4 Disposition ~ The action taken to resolve a
nonconforming condition or item and to restore
acceptable conditions.

3.5 Items - Equipment, supplies, or data which impacts
quality, safety, or the environment.

3.6 NCR -~ Nonconformance Report

3 FOR LLASSIFICATION
85600047 016 By
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4.1 The EM Department Director, or delegate, is responsible
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for coordinating with the EM Quality Assurance Program
Manager (QAPM) to assure Nonconformance Reports (NCRs)
are properly reviewed and resolved.

The EM QAPM, or delegate, is responsible for:

1. Coordinating and processing NCRs including
tracking and monitoring NCRs, coordinating the use
of status tags and conditional releases, assigning
disposition responsibilities, evaluating the pro-
posed dispositions for all NCRs, preparing NCR
files, and verifying disposition implementation.

2. Designates the EM Department NCR Validator.

3. Designates the EM Department NCR Coordinator.

EM Department and Contractor/Supplier Personnel are
responsible for:

1. Initiating NCRs in accordance with this procedure.

2. Providing dispositions.

3. Implementing dispositions that are authorized by
approved procedures and have been assigned by the
EM QAPM.

The EM NCR Coordinator is responsible for:

1. Maintaining an NCR data base and filing system for
in-process original NCRs.

2. Assigning a unique NCR tracking number to each
validated NCR.

3. Providing issuance of validated NCRs and
distribution of copies to the affected

organizations.
4, Coordinating and tracking the processing of NCRs.
5. Issuing the dispositioned NCR to the organization

responsible for implementing the disposition.




CONTROL OF NONCONFORMING ITEMS AND ACTIVITIES

EG&G ROCKY FLATS PLANT
EM ADMINISTRATIVE
PROCEDURE MANUAL

Category 1

Manual:
Procedure No.:
Page:

BEffective Date:
Oorganization:

3-21000~-ADM

15.01, Rev. O

5 of 18

9/23/91

Environmental Management

5.2.2.1

5.2.2.2

5.2.2.3

5.2.2.4

5.3 enti

If the NCR is determined to be
invalid, the Validator will contact
the initiator to discuss the
reasons. Following discussion, if
the NCR is still determined to be
invalid, it shall be returned to
the initiator and no further action
is taken. A copy of the
invalidated NCR shall be retained
in the NCR master file and
transmitted to EMD record center
per 3-21000-ADM-17.01, Records
Management.

If the NCR is found to be valid, it
shall be forwarded to the EM NCR
Coordinator for number assignment,
logging, and transmittal to the
affected organizations responsible
for disposition of the
nonconformance and a copy will be
forwarded to EMD record Center.

Valid NCRs shall be entered in the
Nonconformance Report Log
(Attachment 3) by the QA NCR
Coordinator. The NCR number shall
take the form of EM NCR-XX-YY,
where XX is the current fiscal year
and YY is a sequential number
starting with 01. All columns of
the log shall be filled out for
validated NCRs.

Following validation, the EM QAPM
directs the appropriate EM
Department Quality Coordinator to
apply NCR Status Tags (Attachment
4).

eqgati c

Nonconforming items shall be uniquely identified and/or
segregated in accordance with the following provisions,
unless exempted by the EM QAPM or delegate. The
marking or segregation shall not adversely affect the

end use of the iten.

85600047.016
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note the exemption with an explanation on the

NCR.

5.4 ion ease

A Conditional Release, if requested by the responsible

manager, shall be approved by the EM QAPM to allow

continuation of an activity or work after consideration
of the following conditions, and with justification
documented in a conditional release report.

5.4.1 The following conditions will be considered
for the proposed conditional release and a
justification or explanation shall be docu-
mented in a memo from the QAPM authorizing
Conditional Release Request:

1. The nonconforming item can be removed or
corrected at a later date without
change, damage, or contamination of the
associated data, item, condition,
equipment, structures, service,
material, or activity.

2. The nonconforming item remains
accessible for examination.

3. The nonconforming item is evaluated, and
limitation(s) for use of the equipment
or system is established.

4. Traceability and identification of the
nonconforming item are maintained.

5.4.2 The Conditional Release Request memo from the
responsible manager will be referenced in or
included with the NCR.

5.5 isposition of NCRs

85600047 016

The EM QAPM shall coordinate with the EM Division
Managers to assign personnel to provide a proposed
disposition for the NCR within 30 calendar days. This
assignment shall be recorded on the NCR, and the NCR
shall be forwarded to the assigned personnel for
disposition. These personnel shall have access to
pertinent background informataion.
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9. If a conditional release has been
requested, the justification has been
documented and properly approved.

10. Internal interfaces between
organizational units and external
interfaces between Project participants
necessary for executing actions are

‘ described.

5.5.2 The NCR shall be forwarded (by the QA NCR
Coordinator) to the cognizant personnel or
Division Manager for review and approval of
the proposed disposition.

5.5.3 The NCR shall then be forwarded to the EM
QAPM for review and approval to ensure that
appropriate QA requirements have been
included. The EM QAPM or delegate shall
ensure that the information identified in
Paragraph 5.5.1 has been included or
considered in the disposition.

5.5.4 Upon approval, the EM QAPM or delegate, shall
forward all NCRs to the personnel responsible
for implementation of the dispositions.
Copies shall be distributed to the EM
Department Director and the cognizant EM
Division Managers, as a minimum.

5.6 Implementation of Disposition Actions

Assigned personnel shall implement the dispositions by
the completion date as identified in the NCR
disposition.

5.6.1 When additional time is needed to complete
actions, the assigned personnel shall provide
written notification to the EM QAPM of the
adjusted completion date with an explanation
of the delay. This extension request shall
be submitted on or before the scheduled due
date.

5.6.2 When changes to the disposition are needed,

the assigned personnel shall provide written
notification to the EM QAPM.

85600047.016
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initiator, FQA, and the supplier/contractor,
as a minimum. The EM QAPM or delegate shall
update the NCR Log and shall notify
responsible personnel to update the NCR
Status Tag accordingly.

5.7.3 If verification of the disposition and
related records is acceptable, the EM QAPM or
delegate shall sign and date the NCR and
reference the applicable surveillance or
special investigative review. Copies of
closed NCRs shall be distributed to the
initiator, FQA, and the EM Department
Director, as a minimum. The EM QAPM or
delegate shall notify responsible personnel
to remove the NCR Status Tag.

5.8 Records Management

5.8.1 Controlled Documents
None.
5.8.2 Records Center Documents: Records associated

with this procedure shall be submitted to the
EMD records center in accordance with
procedure number 3-21000-ADM, 17.01, Records
Management, as identified below:

Nonconformance Report (NCR) Package:

a.
b.

6.0 REFERENCES

Closed NCRs with supporting documents
Voided NCRs with supporting documents,
if appropriate

Conditional Release Request and
authorization memos

Completed NCR Logs

6.1 Superseded Documents: None.

6.2 References Cited:

EM Department Administrative Procedure 1-10000-ADM,
15.03, Control of Nonconforming Items.

85600047 016
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ATTACHMENT 1

NONCONFORMANCE REPORT FORM

NONCONFORMANCE REPORT

NCR No DATE

J\ EGeG ROCKY FLATS QAL PAGE 5

ENVIRONMENTAL MANAGEMENT AUTH # BLDG #
DEPARTMENT PROJ NCR No PO #
PROJECT
RESPONSIBLE ORGANIZATION
ITEM
REFERENCE
NONCONFORMANCE DESCRIPTION
ISSUED BY DATE
Name Title QOrganization

WORK MANAGER/SUPERVISOR DATE

INITIAL D OEPT MGR D:u Qarm Dnm MGA D CONTRACTOR Dnn D

DISTRIBUTION
G DIV MGR C] QUAL COOAD D CONST COORD D ENGR D SITE QA D

oIsPOSITION [TJ useAsis  [] RePAR (7] REWORK (3 ReSECT 7] AS BUILT REQUIRED

DISPOSITION APPROVALS

DIV MGR DATE Has DATE
PROJ MGA DATE EM QAPM DATE
uma DATE DATE
FINAL DEPT MGR [J™aarm PAGS MGA. CONTRACTOR HAS EM NECORDS
DISTRIBUTION D D D D D

D oIV MGR D QuAL COORD D CONST COORD D ENGR D SITE QA u
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ATTACHMENT 2 (continued)

11.

12.

13.

14.

15.

16.

17.

18.

NCR INSTRUCTION SHEET

Dwg(s). - Initiator enters the drawing numbers and
respective revisions which describe the feature of the item
found to be nonconforming.

Spec./STD(S) - Initiator enters the specification or
standard, including revision, which details the feature of
the item found to be nonconforming.

NCR Type - Completed by the EM QAPM by entering an "X" in
the appropriate box after the word which describes the NCR

type.

Item - Initiator enters the description of the item for
which the nonconformance has been identified.

Location - Initiator enters a description of the physical
location within the building or area where the nonconforming
item can be found.

Nonconformance Description - Completed by Initiator by
identifying in detail a description of the specific
nonconformance. 1Include specific paragraphs of standards or
specifications, drawing details, dates, and other data which
specifically outlines the requirements violated by the
condition. Essentially, state what the existing condition
1s and what the requirement documents state the condition
should be. Complete the report by section. This section
will also include reference to the Resumption Indication
Number (RIN) and the corresponding Work Breakdown Structure
(WBS) if applicable.

Operability/Safety Assessment - Completed by the CEO as
applicable based on the result of the Operability/Safety
Assessment. This block may be N/A’A by the EM QAPM if the
item has not been associated with an operating system.

Operations/Functional Manager Notification - Completed by
the CEO as applicable based on the result of the
Operability/Safety Assessment. This block may be N/A’d by
the EM QAPM if not applicable.

85600047.016
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DATE
CLOSED

STATUS

DESCRIPTION

RESPONSIBLE
ORGANIZATION

PREPARED
BY

NUMBER
EM NCR

DATE
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1.0 PURPOSE

856D00137.004

The purpose of this procedure is to specify a method for the
Chemical Tracking and Control Systems Group of the Air Quality
and Chemical Tracking Division to accurately complete the
Environmental Protection Agency (EPA) Form R report (Attachment
1) required under the Superfund Amendments and Reauthorization
Act Title III, Section 313, of 1986.

SCOPE

This procedure covers the retrieval of pertinent data for the EPA
Form R report from existing information sources at the Rocky
Flats Plant (RFP), the peer review of the material, and the final
compilation of the EPA Form R report.

TERMS/DEFINITIONS

3.1 APEN

Air Pollution Emission Notice is the mechanism that allows
the Colorado Department of Health to track air pollution
sources, determine their environmental impact, and issue
appropriate air emission permits. APENs were prepared for
approximately 110 buildings on the site that have the
potential for chemical emissions.

3.2  AQCTD
Air Quality and Chemical Tracking Division.

3.3 ¢cs
Chemical Control System is a program consisting of

computerized tracking and administrative controls that
oversees the planned parenthood to grave movement of

By

De 22, Ul
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chemicals at RFP. The CCS is maintained by the Chemical
Tracking and Control Systems group of AQCTD with support
from Health and Safety, Information Resources, Waste
Programs, and production managers.

CCS DATABASE

CCS database is the ORACLE computer program on the RFP
unclassified VAX that consists of a container-based
chemical identification and tracking module and an
electronic material safety data sheet module.

CER
Code of Federal Regulations.

CONTACT PERSON

A Rocky Flats employee who could supply pertinent
information for completion of the EPA Form R report.

CICS

Chemical Tracking and Control Systems is a group within the
AQCTD of the Environmental Management Department that
oversees the real-time tracking of chemicals at RFP. The
group is also responsible for completing Superfund
Amendments and Reauthorization Act Title III reporting for
that Act’s Section 312 and 313.

DOE. RFO
Department of Energy, Rocky Flats Office.

DE MINIMUS

De minimus level is 1.0 percent concentration of a mixture
of chemicals, or 0.1 percent if the chemical meets the
Occupational Safety and Health Administration carcinogen
standard.

EPA

Environmental Protection Agency.
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3.11 EPA_FORM R REPORT

EPA Form R report, the Toxic Chemical Release Inventory
Reporting Form, is required by Section 313 of the Emergency
Planning and Community Right-to-Know Act (Title III of the
Superfund Amendments and Reauthorization Act of 1986),
Public Law 99-499. A completed EPA Form R report must be
submitted for each toxic chemical manufactured, processed,
or otherwise used at each covered facility as prescribed in
the reporting rule in 40 CFR Part 372.

ZNVENTORY MODULE

Inventory Module is a part of the inventory menu found on
the main menu of the CCS database.

MSDS
Material Safety Data Sheet.

PEER REVIEW TEAM

The peer review team is comprised of people assigned to
examine and comment on the adequacy of the EPA Form R
report prior to its approval.

3.14.1 Citation

The location in the text to which the comment
applies.

3.14.2 Comment
The reviewer's comments.
3.14.3 Disposition
CTCS’s response to the comment.

EROCESS 1D

Process ID numbers have been assigned to each process that
occurs at RFP by EG&G and its subcontractors. The number
consists of the building number and a numerical suffix
assigned to a given process within the building.
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3.16 RELEASE INVENTORY WORKSHEET

The Release Inventory Worksheet documents all information
gathered for the EPA Form R report.

REPORTABLE CHEMICAL

A reportable chemical is a Section 313 toxic chemical used
in excess of 10,000 pounds or a de minimus quantity as
designated in the "EPA Toxic Chemical Release Inventory
Reporting Form R and Instructions® that must be reported on
an EPA Form R report.

RFP
Rocky Flats Plant.

SARA
Superfund Amendments and Reauthorization Act.

SECTION 2313 TOXIC CHEMICALS

Section 313 toxic chemicals are those chemicals that are
subject to EPA Form R reporting.

IRIS

Toxic Chemical Release Inventory System (TRIS) is the EPA-
issued magnetic media form of the EPA Form R report.

4.0 RESPONSIBILITIES

4.1

4.2

85600137.004

CTCS

The CTCS group is responsible for implementing this
procedure and for preparing the Form R reports each year.

Peer Review Team
The peer review team members are responsible for verifying

the contents of the Form R report with documented review
comments submitted to CTCS.
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5.0 PROCEDURE

5.2
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NOTE
This procedure assumes the accurate and timely eantry of
chemical tracking information into the CCS database. 1If
this database is not available or current, contact the CTCS
Manager for direction in obtaining the <regquired
information.

Select Chemicals for EPA Form R
5.1.1 Query Inventory Module for Section 313 Toxic
Chemicals in March to obtain a printout of the

amounts of these materials used in the previous
calendar year.

5.1.2 Add quantities of like chemicals reported as used
during the previous calendar year.

5.1.3 Designate reportable chemicals based on the "“EPA
Toxic Chemical Release Inventory Reporting Form R
and Instructions."

Crosscheck CCS Database Information
NOTE

The Inventory MNodule records the person who
received the chemical in various locations. 1In
addition, CTCS personnel have contacts froam whoa
individual building referrals can be obtained.

5.2.1 Identify contact person(s) for location(s) of each
chemical.

NOTE
A Release Inventory Worksheet for each reportable
chemical shall contain information as specified in
8ection 5.2.2.
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5.2.2 Verify chemical use.

$5.2.2.1 Verify amount used of the reportable

chemical by «calling the contacts

referenced in Section 5.2.1 of this

document. Note the contact’s nane,

department, telephone number, and the

and the date contacted, on the inventory
worksheet.

5.2.2.2 Identify the process in which the

chemical is required under Section 313

requirements discussed in "EPA Toxic

Chemical Release Inventory Reporting

Form R and Instructions." Document the

process name, location, and emission

information on the Release Inventory
Worksheet.

5.2.2.3 Sign and date the Release Inventory
Worksheet.
5.3 Crosscheck Usage Information

5.3.1 Verify the efficiency and stack release
information with the APEN reports, and document
this on the analysis.

5.3.2 Equate <chemical use to the Waste Stream
Identification and Characterization |Reports
prepared for buildings by a Waste Programs
contractor, and document this on the analysis.

5.3.3 If the system does not balance, contact
appropriate sources to verify information (see
Release Inventory Worksheet) and/or seek
additional assistance from the CTCS Manager.
Document resolution of any discrepancies on the
analysis.

5.3.4 Sign and date the analysis.

85600137.004




PREPARATION OF EPA FORM R

85600137.004

EG&G ROCKY FLATS PLANT Manual: 3-21000-ADX
EMD ADMINISTRATIVE Procedure No.:! AQD.08, Rev 1
PROCEDURES MANUAL Page: 7 of 17
Effective Date: 10/10/91
Category 1 Organigzation: Environmental Management
5.4 Prepare Draft FPA Form R
NOTE
The first and second page of each EPA Yora R
report are to be identical for a single facility
as per the Pora R instructions.
5.4.1 Complete the first and second page of the EPA Form
R report as directed per the "Toxic Chemical
Release Inventory Reporting Form R and
Instructions.”
5.4.2 Use neat, readable copies as cover sheets for all
the EPA Form R reports.
NOTE
Bach reportable chemical has an EPA Yorm R report.
5.4.3 Complete pages three through five of the EPA Form
- . R report for each reportable chemical as directed
by the "Toxic Chemical Release Inventory Reporting
Form R and Instructions."
5.5 CTCS Internal Review
5.5.1 Make a copy of the documents from steps 5.2.2.3,
5.3.4, and 5.4.3 and have them verified by the
CTCS Manager.
$.5.2 Revise the documentation as necessary (repeating
steps 5.1 to 5.4, as needed).
5.5.3 Once the documentation is verified, have the CTCS
Manager sign and date the copy of this form
verifying concurrence.
5.6 EPA Form R Peer Review
5.6.1 Submit Release Inventory Worksheets and draft EPA

Form R reports by May 31 of each year to the
Environmental and Waste Management peer review
team described below:

a. Environmental Management - AQCTD, CTCS
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b. Environmental Management - AQCTD, Clean
Air Act
c. Waste Operations - Liquid wWaste
a. Waste Operations - Permitting and
Compliance
e. DOE, RFO - Waste Management and
Environment Division
5.6.2 Written citations and comments per the EMD

5.7

856D0137.004

Administrative Procedures Manual'’s "Document
Review" procedure (3-21000-ADM-05.05) should be
returned to CTCS within 2 weeks.

NOTE
Steps 5.7 and 5.8 should take a total of 1 week to
complete.
Incorporation of Comments
5.7.1 Resolve citations and comments generated in

Section 5.6. Call contacts specified in Section
5.2.1 of this document, to support disposition as
necessary.

Document contact’s reply and resolution on the
document review sheets per 3-21000-ADM-05.05.

Final EPA Form R Reports

NOTE
EPA requests that the Form R report be submitted
to them on magnetic media. The Btate of Colorado
regquests submittals in hard copy form.

Revise documentation as necessary. Repeat
applicable portions of Section 5.4 to 5.7 of this
procedure making the corrections indicated in
Section 5.7 of this procedure.

Prepare an EPA Form R. This may be done using the
TRIS Report software. Guidance for using this
software is contained in Attachment 3.
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5.8.3 Make a copy of the EPA Form R and have it verified
against the input data by the CTCS Manager.

5.8.4 Revise the EPA Form R as necessary (repeating
steps 5.8.2 to 5.8.3, as needed). The CTCS

Manager shall resolve any disputes.

5.8.5 Once the EPA Form R is verified, have the CTCS
Manager sign and date a copy of this form
verifying concurrence.

5.8.6 Prepare a transmittal draft memo per the direction
of the CTCS.

5.8.7 Prepare a history package for this EPA Form R
containing the documentation referenced in steps
5.5.5, 5.7.2, and 5.8.5 and then submit this
history package ¢to the CTCS Manager for
transmission to the EMD records center, per 3-
21000-ADM-17.01, Records Management.

5.8.8 Submit the draft memo and EPA Form R to the CTCS
Manager for transmittal.

EPA Form R Submittal to DOE, RFO

Submit EPA Form R reports to DOE, RFO no later than June 17
of the current year. Form R reports are due to the EPA and
the Colorado Department of Health by July 1 of each year.

6.0 REFERENCES

6.1

85600137.004

Toxic cChemical Release Inventory Reporting Form R _and
Instructions, EPA 560, United States Environmental
Protection Agency, Washington D. C.

’
United States Environmental Protection Agency, Washington
D. C.

s 3-21000-ADM-05.05,
"Document Review," Rocky Flats Plant, Golden, Colorado.

i ¢ 3-21000-ADM-17.01,
"Records Management, "™ Rocky Flats Plant, Golden, Colorado.
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7.0 ATTACHMENTS
1. EPA Form R report

2. Sample Release Inventory Worksheet

3. Guidance for Preparation of the TRIS Report

856D0137.004
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ATTACHMENT 1
EPA Form R Report
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ATTACHMENT 1 (Continued)
EPA Form R Report
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ATTACHMENT 2
Sample Release Inventory Worksheet

EPA FORM R RELEASE INVENTORY WORKSHEET
CHEMICAL COMMENTS

Process ID/Names
Total Usage Quannty
Process Locations
Process emission mformation
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EG&G ROCKY FLATS PLANT Manual: 3-21000-ADMX
EMD ADMINISTRATIVE Procedure No.: AQD.08, Rev 1
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Effective Date: 10/10/91
Category 1 Organisation: Environmental Management
ATTACHMENT 3
Guidance For Preparation of the TRIS Report
1. Load the TRIS Report onto the CTCS’s IBM or compatible computer.
2. Configure TRIS Report to conform with the computer being used.
3. Enter the EPA Form R report information documented in Section
5.7.1 of this procedure per the directions accompanying the TRIS
diskette.
4. Generate the EPA Form R reports.
5. Print EPA Form R reports.
6. Compare printed TRIS report with the report generated from
Section 5.8.1 of this procedure and make necessary-corrections.
7. Copy the necessary files from the TRIS Report to a diskette.
8. Label the magnetic diskette as per the directions accompanying
the TRIS diskette.
9. Generate a certification cover 1letter to be signed by the

official listed in Section 2 of Part I of the EPA Form R reports
as per the directions accompanying the TRIS diskette.
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